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There are two methods to view non-case related submissions in EFIS. 
 
Method One – This method is applicable to all non-case related submission types. 
 

1. Log on to EFIS. 
2. From the Welcome screen, click the ‘Resources’ menu option 
3. Select the ‘Non-Case Related Query’ link to continue to the ‘Non-Case Related Search’ 

screen. 
 

 
 

4. On the Case Filing/Submission Search screen, input or select from the drop-down lists 
the applicable criteria. 

5. Select the ‘Search’ button to continue to the ‘Non-Case Related Search Results’ 
screen. 
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6. Under ‘Tracking No.’, select the applicable tracking number link to open the ‘Tracking 

Sheet’ screen. 
 

 
 

7. Under ‘Item No.’, select the applicable item link to open the document. 
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On the document screen: 
8. A split screen window will open. 

9. The right side of the window is called the Parent Page.  All case filings with the exception 

of Commission Orders and Notices will have a parent page.  The Parent Page is a 

summary of the submission details.  It displays the information that was input into the 

submission screen.  The Parent Page also captures the date and time the submission 

was filed into EFIS. 

10. The left side of the window is the Attachment Window.  It contains links to all document 

attachments uploaded for the submission.   

11. The security designation for the document will be displayed to the right of the document’s 

filename. 

 

NOTE: that the document names are determined by the filers. The system does not 

name the documents.  

 

12. To view a document, click the document link.  

13. Depending on your browser settings, the document may open in a new window or in the 

window where the Parent Page had previously been displayed.   

14. Documents can easily be saved/downloaded by right-clicking the document link and 

selecting ‘Save target as…’. 

15. For Commission Orders and Notices, the document will open without a parent page. 

16. The individual who made the submission has the ability to change the security level of a 

document within 14 days of the submission.  Security levels can only be increased. After 

14 days, security changes can only be made by the Data Center or Helpdesk.  To update 

the security level, click the appropriate icon next to the ‘Change security to:’ option 

displayed below the document link.   
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Method Two – This method is applicable to all non-case related submission types. 
 

1. Log on to EFIS. 
2. From the Welcome screen, click the ‘Filing/Submission’ menu option 
3. Select the ‘Non-case Related Tracking Sheet’ link to continue to the ‘Tracking Sheet’ 

screen. 
 

 
 

4. Beside ‘Tracking No.’, input the applicable tracking number. 
 

 
 

5. Under ‘Item No.’, select the applicable item link to open the document. 
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On the document screen: 
1. A split screen window will open. 

2. The right side of the window is called the Parent Page.  All case filings with the exception 

of Commission Orders and Notices will have a parent page.  The Parent Page is a 

summary of the submission details.  It displays the information that was input into the 

submission screen.  The Parent Page also captures the date and time the submission 

was filed into EFIS. 

3. The left side of the window is the Attachment Window.  It contains links to all document 

attachments uploaded for the submission.   

4. The security designation for the document will be displayed to the right of the document’s 

filename. 

 

NOTE: that the document names are determined by the filers. The system does not 

name the documents.  

 

5. To view a document, click the document link.  

6. Depending on your browser settings, the document may open in a new window or in the 

window where the Parent Page had previously been displayed.   

7. Documents can easily be saved/downloaded by right-clicking the document link and 

selecting ‘Save target as…’. 

8. For Commission Orders and Notices, the document will open without a parent page. 

9. The individual who made the submission has the ability to change the security level of a 

document within 14 days of the submission.  Security levels can only be increased. After 

14 days, security changes can only be made by the Data Center or Helpdesk.  To update 

the security level, click the appropriate icon next to the ‘Change security to:’ option 

displayed below the document link.   
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For additional assistance, please contact the Data Center at 573-751-7496 (local to Jefferson 
City, MO) or datacenter@psc.mo.gov. 
 
 


